Managing User Data - Change User Data

Once the user has been identified the Administrator has the authority to change the User data by
selecting the second icon from the User List.

Change Icon:

Change User Information

e Selecting the change icon will open the User information section already in “update”
mode.
e Enter the changes and select the save button.
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Administration
Company Data | Find User | Creat

Eind User = User List > Edit User

User : 9 BACOMNATOR

| Save | [ Cancel |

SGeneral User Information

I User Name [29BACONATOR ]

I Password | ]

I Confirm Password [ ]

I ~Title M =

I “First Name |Baconator ]

I “Last Name [Wendys ]

I "E-Mail Address | michael.estelle@fairfaxcounty.gow |

I *Country usa -

| Company [ RSL TEST cANADIAN BIDDER|OOO0000061  — |
Roles

(=59 Description
| Administrator: Manages SUS VWendor Data

[ | Page 1R ==

Contact Information

| *Telephone |[v03-324-3104 |

| Fax [ |

| Department | |

Settings
| Date Format | MM/DDY Y Y'Y - |
| Decimal Format [12,345687 00 - |
| Time Zone | Eastern Time (New York) -

[ save Ul Settings

e Saving the changes to the User information will open the display User information
screen to verify your changes.
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